The Commttee to Approve Schedules for the
Retention and Disposition of Official State Records
The “State Records Committee”
Minutes for September 8, 2021

1: Call to Order, Welcome, Roll Call

The meeting was called to order at 1:18 p.m. The meeting was held through teleconference in accordance

with NRS 241 as it relates to meeting operations of public bodies.

Committee Membets:

Scott Anderson, for Barbara K. Cegavske, Secretary of State — Present

Jerry Lindsay, Governors Appointee — Present

Harry B. Ward, for Aaron Ford, Nevada Attorney General — Present

Mike Strom, Division Administrator, Nevada State Library, Archives and Public Records — Present
Maureen Martinez, for Laura Freed, Director for the Department of Administration — Present

Alisanne Maffei, for David Haws, Administrator, Enterprise Information Technology Services —
Present

Staff:

Sara Martel, State Records Manager, Nevada State Library, Archives and Public Records — Present

Heather Hahn, Senior Records Analyst, Nevada State Library, Archives and Public Records —
Present

Guests Present:

None

2: Public Comment
Comment may be limited to 5 minutes at the discretion of the Chair.

There was no public comment made or received by staff prior to the meeting. Heather Hahn introduced
Mike Strom as the new Administrator for the Nevada State Library, Archives and Public Records.

3: Attachment A. Review and Approve the Minutes for May 12, 2021

Discussion and Vote:

There was a discussion regarding the vote for the minutes as not all committee members present
at this meeting were present at the May 12, 2021 meeting. Per Harry Ward, voting by members




can be as to form and not as to content and still be compliant with the Open Meeting Law
requirements. It was suggested that any concerns about the content of the minutes could be
discussed at a future meeting. As such, the minutes were approved as presented. The motion was
made by Harry Ward and the second was by Alisanne Maffei. The vote was unanimous.

4: Attachment B. Proposed New RDAs for Agency Specific Records Retention Schedules

1. Board of Cosmetology

1. Title: Informal Citation Records RDA: 2021006

Description:

These records document informal operational citations given by the Board. The records
may include but are not Iimited to: citations with supportive documentation, photographs,
associated documentation, and related correspondence.

Authorized Retention:
Retain for ten (10) calendar years from the end of the calendar year in which the citation was
issued.

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Board of Cosmetology Records Officer.

Justification for Modification of RDA 2021006:

In the General Schedule RDA 2018025 addresses “formal actions on complaints”. According to the
agency the records identified in this records series do not rise to the level of “formal actions on
complaints”. Staff and the agency recommend the creation of this records series to address this
disparity between the General Schedule and their records. Staff and the agency recommend an
Authorized Retention of 10 calendar years to align this records series to General Schedule RDA
2006054 Licensing: Professional and Occupational Licensing — Investigations to ensure the agency’s
retention of applicable records should the citation rise to the level or need to be included as part of a
licensing investigation.

2. Title: Compliance Review Records RDA: 2021007

Description:

These records document compliance reviews resulting in a wtitten warning given by the
Board that do not rise to the level of formal disciplinaty action. The records may include
but are not limited to: compliance review written warnings with supportive documentation,
photographs, associated documentation, and related correspondence.



Authorized Retention:
Retain for ten (10) calendar years from the end of the calendar year in which the compliance
review warning was Issued.

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative values.

Agency review:
The appraisal is supported by the Board of Cosmetology Records Officer.

Justification for Modification of RDA 2021006:

In the General Schedule RDA 2018025 addresses “formal actions on complaints”. According to the
agency the records identified in this records series do not rise to the level of “formal actions on
complaints”. Staff and the agency recommend the creation of this records series to address this
disparity between the General Schedule and their records. Staff and the agency recommend an
Authorized Retention of 10 calendar years to align this records series to General Schedule RDA
2006054 Licensing: Professional and Occupational Licensing — Investigations to ensure the agency’s
retention of applicable records should the citation rise to the level or need to be included as part of a
licensing investigation.

5: Attachment C. Proposed Modification RDAs for Agency Specific Records Retention
Schedules

1. Board of Cosmetology

A. Title: Schools of Cosmetology — Licensing Records RDA: 1991656

Description:
These records document the licensing of schools of cosmetology by the Board (NRS 644A).

The records may include but are not limited to: licensing applications with supportive
documentation, faculty documentation, enrollment documentation, physical location
documentation (school floor plan), financial ability documentation, equipment
documentation, financial reports, fees, insurance documentation, Inspection reports,




Authorized Retention:

Retain for a-period-of three (3) calendar years from the end of the calendar year in which the
license expires or is terminated expiration-ofthelicense.

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative and archival values.

Agency review:
The appraisal is supported by the Board of Cosmetology Records Officer.

Justification for Modification of RDA 1991656:

Staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more concisely and accurately. In particular the
change from NRS 644 to NRS 644A to ensure the records series reflects the agency’s legal
mandates. In addition, staff recommends the deletion of “a period of”” and “expiration of the
license” replacing it with “end of the calendar year in which the license expires or is terminated” to
make a more consistent and defined trigger event.

6: Attachment D. Proposed Deletion RDAs for Agency Specific Records Retention
Schedules

1. Board of Cosmetology



A. Title: junierOperatorsProgram RDA: 1991653

Description:

Recommended Disposition:
Destroy-Seeurely

NSLAPR staff recommendation:
Delete this RDA

Agency review:
The appraisal is supported by the Board of Cosmetology Records Officer.

Justification for Deletion of RDA 1991653:
According to the appraisal of previous records staff, this program was discontinued in 1987. There
are no records currently being created related to this program. Staff recommends the deletion of

this RDA.

7: Attachment E. Proposed New, Modification, and Deletion of RDAs for General Records

Retention Schedule

A. Title: Grants: Applications Not Funded - Applying Agency Records RDA: 2005123

Description:
These records document an agency’s application for grant (federal, state, or private

organization) funding that is not awarded. The records may include but are not limited to:
applications with supportive documentation, grant narrative, transmittal letters, denial
letters, associated documentation, and related correspondence.

Authorized Retention:




Retain for three (3) calendar years from the end of the calendar year in which the application
Is denied or final action was taken.

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005123:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses
all components of the records series more concisely and accurately. In addition, staff recommends
the deletion of “Retain these records for as long as administratively useful but no longer than a
period of three (3) calendar years from the date the application was denied, or final action was
taken” replacing it with “Retain for three (3) calendar years from the end of the calendar year in
which the application is denied or final action was taken” to ensure a more defined and consistent
trigger event. This change is in compliance with 2 CFR § 200.334 regarding the awarding of Federal
grant funding.

B. Title: Grants: Federal Grant - Real Property & Equipment Records RDA: 2005127

Description:

These records document real property and equipment purchased with funds from federal grants
subject to the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards (Uniform Guidance). The records may include but are not limited to: grant
application documents with supportive documentation, real property documentation including
maps, plots, and title records, equipment records including purchase documentation, user manuals,
and property ID documentation, tax documentation including assessment records, IRS tax
documents, and state and local government tax documentation, disposition records including sales,
transfers, or discarding records, associated documentation, and related correspondence.

Authorized Retention:

Retain for three (3) federal fiscal years from the end of the federal fiscal year in which the
property or equipment is disposed of, replaced, or transfetred. da+e~eﬁehe~ehspe%ﬁeﬂ
replacement-ortransferof the property orequipment:

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.



Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005127:

Staff recommends the deletion of “date of the disposition, replacement or transfer of the property
or equipment. When the federal granting agency requires a longer retention period, report this to the
Records Management Program and these exceptions shall be placed onto the “agency specific
records retention and disposition schedule” for said agency” replacing it with “of the federal fiscal
year in which the property or equipment is disposed of, replaced, or transferred” to ensure a more
defined and consistent trigger event. This especially true for the notation allowing for a possible
extension of the authorized retention which is not in line with 2 CFR § 200.334 (c).

C. Title: Grants: Federal Grants - Administrative Records RDA: 2005125

Description:
These records document the administration of federal grants subject to the Common Rules
of Grants Management. The records may include but are not limited to: grant applications
with supportive documentation, budget information (non-construction and construction),
standard assurance documentation (non-construction and construction), grant narratives,
grant amendments and cooperative agreements, accounting documentation, performance
reports (annual, semi-annual and/or quartetly), subgrantee reports, associated
documentation, and related correspondence.

Authorized Retention:

Retain thesereeords for theentirefundingperiod-plas three (3) federal fiscal years from the end of
the federal fiscal year in which sebmisstenof the last final expenditure report and/or the final
financial report Is submitted.

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005125:



Staff recommends the additions and deletions to the description to ensure the verbiage encompasses
all components of the records series more concisely and accurately. In addition, staff recommends
the deletion of “these records”, “the entire funding period plus”, and “submission of the last”
replacing it with “end of the federal fiscal year in which the final expenditure report and/or the final
financial report is submitted” to ensure a more defined and consistent trigger event. This change is
in compliance with 2 CFR § 200.334 regarding the awarding of Federal grant funding,.

D. Title: Grants: Federal Grants - Appeals and Compliance Reviews RDA: 2005129

Description:

These records document the appeals made to the federal regulatory agency concerning actions
against state plans and the compliance reviews that occur during the life of the state plan. The
records may include; but are not limited to: complaints, investigation reports, documentation of
informal meetings to resolve differences, hearing and appeal documentation, plans for corrective
action, compliance reviews, documentation of debarment and/ ot suspension, associated
documentation, and related correspondence.

Authorized Retention:

Retain for three (3) federal fiscal yeats from the end of the federz] fiscal yezrm which the ﬁnz]
zctmﬂ occurred _Whena-thefederal-orantinoacen -

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archives, fiscal, and legal values.

Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005129:

Staff recommends the deletion of “date of final action. When the federal granting agency requires a
longer retention period, report this to the Records Management Program and these exceptions shall
be placed onto the “agency specific records retention and disposition schedule” for said agency”
replacing it with “end of the federal fiscal year in which the final action occurred” to ensure a more
defined and consistent trigger event. This especially true for the notation allowing for a possible
extension of the authorized retention which is not in line with 2 CFR § 200.334.

E. Title: Grants: Federal Grants - Financial Management Records RDA: 2005126

Description:

These records document the financial management of federal grants subject to the
Common Rule for Grants Management. The records may include but are not limited to:
financial status reports, requests for advance reimbursement, outlay reports, requests for
reimbursement of construction programs, federal cash transaction reports, indirect cost rate
proposals, cost allocation plans, cost adjustment documentation, cash adjustment



documentation, invoices, audit reports audit forms, financial statements, schedule of
expenditures, audit finding summaty schedules, corrective action plans, associated or
supportive documentation, and related correspondence.

Authorized Retention:
Retain theserecords for the-entirefundingperiod-plas three (3) federal fiscal years from the end of
the federal fiscal year in which the final financial report is submitted. from-the-submission-of

thelastexpenditurereport

Recommended Disposition:
Destroy Securely

NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005126:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses
all components of the records series more concisely and accurately. In addition, staff recommends
the deletion of “these records”, “the entire funding period plus”, and “from the submission of the
last expenditure report” replacing it with “from the end of the federal fiscal year in which the final
financial report is submitted” to ensure a more defined and consistent trigger event. This change is
in compliance with 2 CFR § 200.334 regarding the awarding of Federal grant funding.

F. Title: Grants: Federal Grants - State Plan Records RDA: 2005128

Description:
These records document state plans as they relate to federal grant funding required-by-vatious

laxwsand-regulations. The records may include but are not limited to: plan narratives with inelading

amendments, identifieations-of-the sole state agency /dentification, statewide program objectives
documentation, resource allocation plans, state assurances, area plans, state and federal
certifications, funding formulas, evaluations, associated documentation, and related correspondence.

Authorized Retention:




Retain for three (3) federal fiscal years from the end of the ca]endzr ycarJn which d&te the plan Is
Was accepted or superseded - o

Recommended Disposition:

Permanent: Transfer to State Archives

NSLAPR staff recommendation:
The retention period meets administrative, archives, fiscal, and legal values.

Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005128:

Staff recommends the additions and deletions to the title and description to ensure the verbiage
encompasses all components of the records series more concisely and accurately. Staff recommends
the deletion of “When the federal granting agency requires a longer retention period, report this to
the Records Management Program and these exceptions shall be placed onto the “agency specific
records retention and disposition schedule” for said agency” replacing it with “end of the calendar
year in which” to ensure a more defined and consistent trigger event. This especially true for the

notation allowing for a possible extension of the authorized retention which is not in line with 2
CFR § 200.334.

G. Title: Grants: State Grants - Applications Funded - Applying Agency Records
RDA:2005131

Description:

These records document grants solely funded and/or administered by an agency of the
State of Nevada. The records may include but are not limited to: applications with
supportive documentation, grant narratives, award letters and agreements, assurances,
financial and budget documentation, audit records with supportive documentation,
progress reports, closure documentation, associated documentation, and related
corrcspondcnce

Authorized Retention:
Retain for three (3) fiscal years from the end of the fiscal year in which the final action was taken.

Recommended Disposition:
Destroy Securely
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NSLAPR staff recommendation:
The retention period meets administrative, fiscal, and legal values.

Agency review:
The appraisal is supported by the Grants Office Records Officer.

Justification for Modification of RDA 2005131:

Staff recommends the additions and deletions to the description to ensure the verbiage encompasses
all components of the records series more concisely and accurately. Staff recommends the deletion
of “grant award payment is dated.” replacing it with “final action was taken” to ensure a more
defined and consistent trigger event.

8: 2021 Legislative Session Update

9: Discuss future agenda items
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10: Public Comment

There was no comment from the public made by mail, email, or telephone leading up to or during
the meeting,.

11: Determine time of next meeting

The next meeting will be held October 13, 2021 at 1:15 pm. The location and/or format will be
determined after consultation with Chair, Kim Perondi.

11: Adjourn

The meeting was adjourned at 1:54 pm by the Chair, Scott Anderson.
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